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STATE OF CALIFORNIA

REQUEST FOR APPROVAL OF

-DEPARTMENT. BOARD OR COMMISSION ) BILLING CODE
RECORDS RETENTION SCHEDULE California State World Trade Comm. 10604——
sTo. 72 {REV. u-n& . DIVISION, BUREAL OR OTHER UNIY \\ .
$5ed)
ADDRESS %
. . oy N 801 K Street, Ste. 1700, Sacto, CA 95814
Wﬁrguﬂ Wrﬂs ﬂn-ﬂu.oa “—w—.— .—Tng 8vn3 Qm SCHEDULE NUMBER PAGE MUMBER(S) SCHEDULE DATE
_ the Records Retention Schedule, STD. 73.
WIC-02 | 9 _18/25/93

T0: ﬁv DEPARTMENT OF GENERAL SERVICES m—u THiS _.m A REVISION OF AN EXISTING SCHEDULE fincluding addition or &13..6_3 o«.v&&v. entar the following
OFFICE OF RECORDS MANAGEMENT | formation from the EXISTING schodule:

(2) CHIEF, STATE ARCHIVES SCHERULE NUMBER PAGE NUMBERIS)  SCHEDULE DATE
1020 O Street, Room 130 _ _
Sacramento, CTA 95814 APPROVAL NUMBER APPROVALDATE
4454293 or ATSS 485-4293 |

PARY I—AGENCY STATEMENTS

As the person directly responsible for maintenance of the records listed on the attached schedule, | certify that | have reviewed the
need for the records and that each retention period is necessary and correct as scheduled.

~

SIGNA PERSON DIRECTLY R

— 4

In accordance with Government Code 14755, approval. of the attached Records Retention Schedule by the Department of-
General Services is hereby requested. Retention periods have been established by this agency after a careful evaluation of oll the
factors listed in Section 1647 of the State Administration Manual.

NSIBLE FOR THE RECORDS TITLE

DATE

Admin, Asst. 1II 8/25/93

1 hereby certify that | om authorized to act for the head of this nom=m< in matters pertaining fo the retention and disposal of
records. (Per Section 1611 of the Stafe Administrative Manual.)
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DATE

ector . 8/25/93

TELEPHONE

324-5511

“The Department of General Services has no jurisdiction over entries made in Column 14 of
ﬂo“:BSﬂ ~13 E..w\“_m only. ’
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PARTUIL—ARCHIVAL SELECTION (Per Government Code Section 14755) ’

THE ATTACHED RECORDS RETENTION SCHEDULE: m mw wc M Wu m M.W wm m MM
SYATE ARCRIVES

D Contains no material subject to further review by the California State Archives.

“Contains material subject to archival review. ltems stamped “"Hold/Nofify Archives” may not
be destroyed without clearance by the Secretary of State. (State Administrative Manual Sec-
tion 1614) .




RECORDS DISPOSITION SCHEDULE
Date: August 25, 1993 Page 1 of ©
Umwmgwuﬁ California State World Trade Commission
801 K Street, Suite 1700
Sacramento, CA 95814
Schedule No.: WTC-02

DGS Approval No.:

Established in January 1983 by AB 3757 (Chapter 1526) and recreated in January 1987 by
AB 2685 (Chapter 1387), the California State World Trade Commission, consisting of 15
members and an advisory council, serves as the official representative of the State of
California to foreign governments and representatives. The Commission is the primary state
agency responsible for the development and implementation of policies and programs that
promote California exports, and its role reflects the state's commitment to international
economic competitiveness.

SB 1909 (Chapter 1364, Statutes of 1992) consolidated the Commission and the California
Department of Commerce into the California Trade and Commerce Agency. As part of this
consolidation, the Governor's five overseas trade and investment offices were administratively
moved to this Agency.

The following have reviewed this schedule and agree it accurately describes the records and
associatéd policies for the California State World Trade Commission prior to and subsequent
to its consolidation within the California Trade and Commerce Agency.

m&@ Hmmam Administrative Assistant



STATE OF CALIFORNIA DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
California State World Trade Commission WTC-02 9/16/93
RECO RDS RETE NTI ON SC HED ULE ORGANIZATIONAL UNIT ’ PAGE CF PAGES (4)
Executive & Administration 1 . 4
ST0. 73 (V.5-82) ADDRESS  (Number Street Tity) | DEPARTMENT OF GENERAL SERVICES APPRGVAL NUMBER (5)
801 K Street, Suite 1700 Sacramento, CA 95814
ITEM cuBiC CALIFORNIA l M|V . . PRA
NUMBER | FEET STATE TITLE AND DESCRIPTION OF RECORDS | & | | RETENTION (Exempy
ARCHIVES (Triple space betwean items)} L T & REMARKS
© o “SE(;;NW :\ t oF1F|2CE DEI;T. si‘c TOT;L A
L - 1) a0 | an (12) (13 (14) {1 )‘ . an
'Ja'” 4 W COMMISSION MEETINGS - Original paper documents P Perm. o] Petm. PERMANENT - Files of all Commission mesetings (since 1982)
S used for Commission meetings, including ’ M currently on file, Because referral back to prior meetings is
agendafmeeting nolice, lssue summaries, lestimony, frequent, no plans are being considered to slore or destroy any
back-up materials, and meeting minutes. records,
RETENTION CRITERION: Decision by Executive Director
A .

2 ADVISORY COUNGIL MEETINGS - Original paper P 5 - READY FOR TRANSFER TO RECORDS CENTER - Files of all
documents used for Advisory Council meetings, including Advisory Council meetings (since 1982} currently on file, There
agenda/meseting notice, issue summaries, testimony, has been no aclive Advisory Council since 1987; therefora, files
back-up materials, and meeting minutes. O 6 may be transferred fo Stale Racords Center for refention or

disposal.
RETENTON CRITERION: Decislon by Executive Director and
. - Chief of Archives
el
fay 5 GENERAL FILES - Includes acknowledgment ' P Agctive 0 Active Information in these files do not relate fo Commission poficy-
¥ W correspondence, requests for information, resource +1 +1 making decisions. Membership lists are kept current (upon
A leraturae, trade assoclations membership lists and receipt of a new list, the old one is recycled). Reference
information, and reference materials. State dept. materials are dated and are usually of no valize after two yaars.
corresp.: General Services releases, prices indices, Files are considerad “Active” until repiaced with an updated
rnaintenance contracts notification, efc. that are varsion or after two years.
disseminated 1o all state agencies.
RETENTION CRITERION: Decision by Execulive Director
1
DESTRUCTION CRITERION: Non-confidential wastepaper -
recycle.
e
/j/ 7 TRADE POLIGY FILES - Includes exporl and import P 5 Z 7 ‘Trade polivy issues are tied to incumbent administrations, both
%&ﬁéj@ﬁ% jssue papers, irade dala, trade policy issue papers, state and federal, as well as any ongoing multilateral trade
iy investment and laxation decuments, raference materials negottations which may he accurring, Trade policy issues dating
related to trade policy, state and national trade policy back to 1983 are currently in fila. Recommend retaining files on
documents and reports. currant trade policy issues and transfer all other files to State
Records Center for ratention and disposal. Recommend
published reference materiais such as newsletters,
communiques, bullatins, magazine adlicies, newspaper articles,
which are available in various libraries, be disposed {recycled)
rather than stored in State Records Center,
RETENTION/DESTRUCTION CRITERION: Decision by
Execulive Director and Chief of Archives
DESTRUCTION CRITERION: Non-confidential wastapaper -
recycle.

“Provide total of office and departmental



STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3}

California State World Trade Commission WTC-02 9/16/23

ORGANIZATIONAL UNIT PAGE" OF PAGES (4)
Executive & Administration 2 4

STD. 73 (v.5-02) ADDRESS  (Number Streel G| DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5)
801 K Street, Suite 1700 Sacramento, CA 95814
ITEM cusic CALIFORNIA M v PRA
NUMBER | FEET' 'STATE TITLE AND DESCRIPTION OF RECORDS | E 1 ! RETENTION (Exempt)
ARCHIVES (Triple spuce betwesn lems} D T & REMARKS
USE ONLY ! A [TOFFICE | DEPT. SRC TOTAL IPA
& Y @ ® Atk 2 43 4 (18) N
i (10 | o0 {16)
,,,u;‘ﬁ” 10 ‘ AGRICULTURAL TRADE FILES - Includes agricuitural P 5 2 7 Agricultural trade poficy issues are tied to incumbent
B\ngﬁzﬁﬁ% trade policy files, individual commuodity fites, agribusiness | M administrations, both slate and federal, as well as any ongoing
& = seminars original paper documents, agriculturat trade muitilateral rade negotiations which may be aceurring.
organizations, annual reporis to the State Legislature®, Agricufural frade policy issues daling hack to 1983 are currently
reference malerials refated to agricultural rade policy. in fite. Recommend retaining files on current trade policy lssues
and transfer all other fites lo State Records Center for retention
“These reports should probably be retained permanently Perm. and disposal. Recommend published reference matarials stich
in State Archives as they were legislatively mandated, as newsiatters, bulletins, magazine artlicles, newspaper articles,
which are available in various fibraries, be disposed {recycled)
rather than stored in State Records Center,
RETENTIONDESTRUCTION CRITERION: Decision by
Executive Diractor and Chief of Archives
DESTRUCTION CRITERION: Non-confidential wastepaper -
P recycle.
/8’ t0 GOUNTRIES FILES - Contains reference and statistical P Active g Active All materials are published documents avaiable in various
. materials on various countries relative to trade, libraries and ara utilized as referenca for responding to inquirles,
investment, demagraphy, business climale; consulate Recommend statistical and country-specific data be retained until
newsletters; trade policy news releases. updated, then racycle oid data. Retain newslettersireleases for
one yaar, then racycle rather than store in State Records Center.
RETENTION/DESTRUGTION CRITERION: Decision by
Execulive Director
DESTRUCTION CRITERION: Non-confidential wastepaper -
o racycle. )
f'f’ 3 o !{é‘m; TRADE MEDIA FILES - includes press releases, P 3 2 5 These fites conlain date-sensilive malerials. Press reloases and
*’!ﬁgﬁﬁj‘? magazine articles, newslelter malterials, and media o} media articles prepared by the Commission relae lo current
T correspondence (all prepared by Commission staff}. Perm, 4] Perm. issues andlor actions of the Commission and can b purged
for art- periodically. The Commission Newsletter original artwork and
work & photographs will be refained permanantly for accessibitity.
photos '
RETENTION/DESTRUCTION CRITERION: Decision by
Execulive Director and Chief of Archives
DESTRUCTION CRITERION: Non-confidential wastepaper -
I . : recycle.
,.-s'-a'ff 3 TRADE LEGISLATION FILES - Includes state legistative | P 5 2 T With the conselidation of the Comsmission within the Trade and
4%%? bilis {Assembly and Senate), cofrespondance related to : Commerce Agency, keep only past two years of files and send all
: Rasis lsgislation, legisiative updates. prior year files fo State Resords Center for retention and
disposal. Fulure legistative files will be maintained by the
Agency's legistative unit.
RETENTION/DESTRUCTION CRITERION: Decision by
Executive Director

*Pravide total of office and departmental



STATE OF CALIFORNIA

SCHEDULE NUMBER (2) DATE (3)

RECORDS RETENTION SCHEDULE ORGANIZATIONAL UNIT

DEPARTMENT (1)
California State World Trade Commission WTC-02 9/16/03

. PAGE oF PAGES (4)
Execufive & Administration 3 4

&TD. 73 (v.5-62) ADDRESS  (Number . Sireel Ty} | DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER {5}
801 K Street, Suite 1700 Sacramento, CA 95814
ITEM CUBIC CALIFORNIA M v . PRA
MUMBER | FEET | - STATE TITLE AND DESCRIPTION OF RECORDS | E | | RETENTION (Exempt)
ARCHIVES {Triple space between items) D T & REMARKS
© o USE{;NW A f_\ OFFICE | DEPT. SRC TOTAL 1PA
1) {12) (13 (t4) (5) (4n
aoy | o) (18) 1748 -

9 3 EMPLOYMENT APPLICATION FILES - Includes soliclted | P 2 1 3 X G.C, 6254(c); IPA 438834 Keep unsoticited job applications for
and unsolicited job applications and responding ore year, then destroy through confidential destruction via State
correspondence, Records Center. Relain soficited applications for two years afier

position has been filled, then refain at State Records Center for
one year, then destroy via confidential destruction via SRC.
Executive Director has discretion on keeping certain applications
longer than stated above. With consolidation of the Commission
within the Trade and Commerce Agency, future files will be
maintained by the Agency’s Personnet Office.
RETENTION/DESTRUCTION CRITERION: Decision by
Exsctilive Director

DESTRUCTION CRITERION: Confidential

10 3 PERSONNEL FILES - includes current employees, P Active o Active 1X G.C.6254(c); IPA 1780.34, Retain employes files for two years after
Commissioners, and Export Finance Board members, +3 +3 tecmination of employment, then cocrdinate with Parsonnet and Accounting
separated employees, ax-members. All documents in the offices on destruction of files.  Retain appointed officials files for two years
Commission employes files {(absence requests and fravel after expiration of term, then cocrdinate with Personnet and Accounting offices
expense claims) are duplicates of racords kept in the ;n destru;:tlon of files. With the wn'solada!!on n!_th;aCopm@mg wnthrx\n the
Accounting and Personnel officlal files. Resumes, bio rade and Gormmerce Agency, smployes fles wil be maintained by the

. i i ! Agency's Personnet Office.
sheets, and emergency information are considered
confidential informatlon. RETENTION/DESTRUCTION CRITERION: Decision by Executive Director
DESTRUCTION CRITERION; Confidential for pessonnel documents; non-
confidentia disposal (recycle) of travel expense claims,

11 4 CONTRACGT FILES - Includes all contract and P 5 2 7 IX With the consolidation of the Commission within the Trade and
interagancy agreements entered into by the Commission Commerce Agency, all contracting functions have been assumed
and any preliminary requests for proposal, actual by the Agency's Contracts, Grants, and Loans Office.
proposals, and follow-up documentation. Recommend keeping last three years of Commission contracts

’ for audit purposes and forward rest 1o Stale Recards Center for
Retention and disposal. Recommend disposing of pre-1 990
Requesis for;;{op s)ais $ceive% for éari%u:sfprojecls.
GC 62 A 1798
RETENTIGNIDESTR%’T?ON CRITERION: Decision by
Executive Director
DESTRUCTION CRITERION: Confidential

“Provide total of office and departmental



STATE GF CALIFORNIA

RECORDS RETENTION SCHEDULE

DEPARTMENT {1} SCHEDULE NUMBER (2) DATE (3}

California State Worid Trade Commission WTC-02 9/16/93

ORGANIZATIONAL UNIT PAGE CF PAGES (4).
Executive & Administration 4 4

S¥D. 72 (V.5-92) ADDRESS  (Number Sirgel City) | DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5}
801 K Street, Suite 1700 Sacramento, CA 95814
ITEM cuBlic CALIFORMIA M v PRA
NUMBER | FEET' STATE TITLE AND DESCRIPTION OF RECORDS | E | ! RETENTION {Exempt)
ARCHIVES : {Tripla space betwaen llems) . D T & REMARKS
USE ONLY ) ! A | OFFICE | DEPT. SRC TOTAL iPA
@ @ @ ® ol Py (12) (13 a4 (15) 4n
(10 | (1) (16)

12 24 ACCOUNTING FILES - Duplicales of all Invoices, travel P 3 2 5 With the consolidation of the Commission within the Trade and
axpense claims, petly cash disbursements, purchase Commerce Agency, accounting functions will be handled by the
orders, daily cash collection reports, deposil reports, efc. Agency's Fiscal Qffice. The offisial accounting records
approved by the Executive Director, Although approval transferred to the Commission from the Secretary of State and
of invoices, el¢. ara done in-house, the aclual DGS fiscal offices wili need to be retained by State Records
transactions were handled by the Secretary of State's Cenler for audit purposes. Those duplicate files kept by the
Fiscal Office from 1983 to 1992 and by DGS Contract Cominission do not nead Records Center retention since they
Fiscal Services from 1992 to January 1993, Secretary of are duplicates of the official files. Those duplicate files can he
State's Fiscal Office transferred accounting files to State purged.

Records Cemer under their retention schedute through

FY 1988. Sixteen archive boxes of official accounting RETENTION/DESTRUCTION CRITERION: Daecision by

files were transferred from Secretary of State and DGS Executive Director

fiscal offices to the Commission upon consotidation within

the Trade and Commerce Agancy. DESTRUCTION CRITERION: For invaice copies, non-
confidential wastepaper - recycle.

13 2 BUDGET FILES - Includes Budget Change Proposals, P Active 2 Active Wilk the consolidation of the Comimission within the Trade and
Program Objective Statements, Depariment of Finance M +3 + 5 Commerce Agency, budgeting functions witl be handled by the
correspandence, Controlier's Office correspondence, Agency's Budget Office, The existing Commission budget
non-profit organization statements. racords will be provided to the Agency Budget Office for review

prior o transmittal fo State Records Canter for retention and
disposal. Fitas will remain “Active” until Agency budget siafl has
reviewed and determined that files are Inactive.
RETENTION/DESTRUCTION CRITERION: Decision by
Exocutive Dirsctor
/4/ 5 OVERSEAS OFFICES FILES - Includes program and ' P Active 2 Active With the consolidation of the Commission within the Trade and
aperations files on the five overseas offices which ware 3 +5 Commerce Agency, there files were transfarred from the
transferred from the Governor's Office to the Trade and Governor's Office when the overseas offices oparations were
. {Commerce Agency with the enactment of S8 13089, Files given to the Agency. The files will be retained until the Executive
include program goals and objectives, directors reports, Director is familiar encugh with the program to determine
correspondence, Governer's briefing materials, courtry- appropriate transler of records to the State Records Canter.
specific trade and investment information, and operations Files will ramain "Active” untit Executive Director has reviewed
and oversight documents. and determined thal files are inactive.
RETENTION/DESTRUCTION CRITERION: Decision by
Executive Director
15 0 NONRECORDS - Personal working papers. P Empl. 0 2 Personal working papers and duplicate copies of records neld by
discret, employees ara NONRECORDS and may be destroyed atthe
discretion of the employee or when the position is vacaled. No
filing equipment will be allotted for storage. Personal working
! ?/ papers will not be slored in the State Records Center,

*Provide total of office and departtmental




